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[Insert your organization’s name here]
MAKING A JOB OFFER
Based on our experience, the job offer should be made as soon as possible after the conclusion of the interviews and reference checks. 

Be prepared to discuss salary, start date, benefits, probationary period, etc. Be honest when responding to the person’s inquiries – don’t oversell the job. You want to give your potential employee all the information he/she needs to make an informed decision about your job offer. 

Make the job offer personally – either in a follow-up meeting or by phone. Immediately following your conversation provide the person with a written letter of offer (and a sample is included at the end of this section).

The written letter of offer should be signed prior to the employee’s first day of work. This is an important step. If the employment contract is not signed prior to the employee’s start date a court may find it unenforceable. 

A letter of offer is a legally binding document. It sets out some of the terms and conditions of employment and once accepted it forms either part or whole of a contract of employment. 

A letter of offer should contain the following:

· Start date

· Position and job title

· Salary

· Benefits

· Probationary period

· Termination clause

· Hours of work

· Reference to relevant HR policies and procedures

· Increment date

· A statement clarifying that the letter of offer and supporting documents encompass the entire contract of employment.

In addition to the above, a current copy of the job description should be included with the letter of offer. If you are hiring a person on a term/temporary contract to replace an employee who is on leave or to staff a short-term position you need to ensure that the letter of offer includes both the start and end dates of the period of employment. In addition, the letter should contain a statement such as: “As you are aware, this is a term position until the return of (name of person) or approximately (end date) subject to satisfactory performance, or unless you are otherwise notified by the Employer.  Your employment may be terminated early (i.e. prior to the end of the term) for any reason upon the Employer providing you with notice, or pay in lieu of notice, in accordance with the Employment Standards Act.”

Two copies of the letter of offer should be sent to the new employee – one for the employee to keep for his/her records and the other for the employee to sign and return for inclusion on his/her HR file.

Sample Letter of Offer

January 2, 2004

Dear Mr. Smith:

As per our conversation, this will confirm that we would like to offer you the position of Secretary. The full-time position of Secretary will begin effective Monday, January 12, 2004 at an annual salary of $30,000. 

The normal hours of work are 35 hours per week. While some flexibility is possible, the hours are generally 8:30 a.m. to 4:30 p.m. 

A list of our benefits is included in the enclosed booklet. You will be eligible for three (3) weeks of vacation that you can take as you earn at the rate of 1.25 days per month after the completion of your probationary period.

As discussed, you will be on probation for a period of 60 worked days. 

Please review the enclosed job description, benefit plan, and company rules and regulations including the section on termination and severance. 

If you are in agreement with the terms and conditions of your employment please sign and return a copy of this letter by January 10, 2004.

We look forward to working with you. We have tried to include in this letter and the attached documents all of the information we discussed during the interview and our subsequent conversation. If we have missed something please call me to discuss how to proceed. 

This letter and attachments comprise the entire employment offer.  Welcome to our company and best wishes for success in your new position.

Yours sincerely,

Mr. Ford

Manager

c.c. Human Resources

This will confirm that I have read and agree to all of the terms and conditions of employment outlined in this letter and the attached documents. I agree to abide by all of the company’s rules and regulations as attached, and as amended from time to time.

____________________________________
____________________

Employee’s Signature




Date

Note: This letter may be amended depending upon the type of job, particularly regarding termination and severance.

Cornerstone Management Solutions Ltd. agreed to share this document as a resource for the CCHRSC’s HR Toolkit. Resources are provided for reference only. Always consult current legislation in your jurisdiction to create policies and procedures that meet the needs of your organization.
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